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Facts

* A new Travel Card contract has been awarded to US
Bank. They will be providing P-Cards and Travel cards.

e At this time UMB will continue to honor current travel
cards.

* There will be 2 types of accounts: A sponsored
account, and a cardless (ghost) account.

e Each entity will have a managing account for each type
of account (one for sponsored and one for ghost).

e Each account will roll up under a managing account
depending on what type of account it is.



Reviewing Responsibilities

 Be aware of all of the cardholder’s
responsibilities.

 Monitor/review the cardholder activities
weekly.

 Make sure cardholder is in compliance with
the authorized uses of the card.



Reviewing Responsibilities

Maintain or assist in maintaining all documentation on
all purchases.

Make sure all accounting codes are appropriate for the
card account.

Assist in resolving any disputes on the cardholder
account.

Reconcile all accounts under Reviewers responsibility on
a monthly basis.

Communicate all questionable activity to Department
Liaisons and/or State Credit Card Section.



Explanation of the Reviewer Training
Reviewer Responsibilities

In order to be a reviewer you will need to be setup
by DFA/OSP Credit Card Admin./Coordinator

Reviewers will log onto the website at
https://access.usbank.com

The list on the left side of the page is called the high
level task bar. As a reviewer, you have PA access to
the Access Online site. Use these options to access
the items needed to perform your reviewing tasks.

The reviewer’s tasks include verifying detailed
receipts, making sure the correct cost center has
been entered as well as internal order, GL code, and
comments.



Logging onto the system as a Reviewer

Ei E;bank Welcome to Access Online!

Contact Us Please enter the information elow and login to begin.
Login o .
Organization ShortName: Enter STAR as the Agency Short Name (Not
<€ case sensitive)
User|D:
<€——] Enter your User ID
FPassword: . eas .
< Enter Password (the initial password is
changeme01). The system will prompt you
Login for a new password upon your first sign in.

Forgot vour passwaord?

Eeqgister Snline

Wehsite'Browser Eequirements

IAll of [T serving you™




Transaction Management

 m
W (& elcome To Access Online ‘ ‘

U.S. Bank Access?® Online State of Arkansas

High Lovel task bar
Ebanz Message(s) from U.5. Bank

Welcome to the new look and feel of Access Onling! The innovative design will provide an enhanced user
experience and will not change the way you operate in the system. Access vour payment solutions anvtime,
anywhere with Access Online

Account Administration Language Selection:

Transaction Management  [Engjigh - Check US Bank Message for special
Account Information . .

Reporting instructions

Data Exchange

My Personal Information

Home

Click on Transaction
Management to continue

Contact Us

All of T2 serving you~




Enter the last name of the cardholder.

U.S. Bank Access® Online State of Arkansas

Our Payment Products  Logout

@bank- Transaction Management

Search and Select an Account

Cardholder Account Search

Account Administration

Transaction Management Search for an account by Cardholder Account Number, Name, or Social Security Number. You can also find a
SRR cardholder account by first Searching for a Managing Account,

Account Information

Reporting Account Mumber:
Data Exchange

My Personal Information

Last Mame: First Mame;

Home OR

Contact Us Social Sscutt Humher:\ Reviewers you will need to Enter Last
OR Name of the employee you are going to

w\ monitor/review .

Click on search

|All of T3 serving your




Choose the correct cardholder from the list

FQ? '5? @ Transackion Management - Account Search | |

U.S. Bank Access® Online

State of Arkansas

us bal'll( Transaction Management
Search and Selectan Account Choose the cardholder you wish

cardholder Account Search to rEView (0] g reconCile.

Transaction Management Search for an account by Cardhaolder Account Mumber, Mame, ar
cardheolder account by first 2earching for a Managing Account.

Account Administration

= Tran=saction List

Account Information

Reporting Account Mumber:

Cwr Payment Products  Logout

If there is only one cardholder

Data Exchange I
My Personal Information

Contact Us

Click on the

Home oR IE”-

Last Mame;

et with that last name, only one will

Social Security Mumber:
COR

show up. If there is more than
one, it will look like this.

underline area

Product Name

Cardholder Name Account Number Account Status Status Description

Jall of M3 serving you

Burchasing Card | o =
Burchasing Card | 4 " -0OPEMN
Burchasing Card | : BIOCked for o =
. r .o mm
Purchasing Card Blocked secu rlty QOFEM
Purchasing Card 4 o = |
Purch Card reasonS. T9-TERMINATED
Purch Card " -0OPEMN
Records 1 -7 of 7




Choose the billing cycle. The billing cycle generally runs from the 16" of the month till
the 15t of the next month unless the 15 falls on a weekend day. If that occurs, the
close of the cycle will be on the next working day.

U.S. Bank Access® Online

Once in the cardholder account, choose
0Ebank. rtransaction Management the billing cycle you are interested in.

Card Account Summary with Transaction List

Product: Purchasing Card

Sard Account lumber. - PS— OPEN means charges in the current

q Acct List | Card Acct List

Account Administration

Transaction Management month. If you are reconciling or

* Managing Acct List

" Card Account List R B e PP S K M TR reviewing for the previous billing cycle,
* Tran=action List

coount Information Account Mumber: ® . .

Ao rermat choose the previous date.

Data Exchange
My Personal Information Billing Cycle Close Date: | Open -]

Total T cti : 57074 2 H ’ H H
i~ Tota Transactons o ; Previous month’s transactions can still
Contact Us % Reallocated Transactions: G60.7% 50.0%

be reconciled 6 days after the billing
cycle closes.

® Cpen Acoount

When [+] Search Criteria

reconciling [-] Transaction List Return to too
the transactions |-

the GL has to be Ched All Shown | Unched All Shown

changedto a Select Status Irans Posting Merchant City/State

correct GL to . 04/20 ARWS00004192661

post in AASIS. 0416  VERIZONWRLS P2897-01  LITTLEROCK, AR 54299 @ >

Amount Detail E+ Purchase D

ARK REV DIV TAG RMWWEB  800-776-2980, AR §27.75

CliCk On an @ Reviewsd @ Disputed ('B Reallocated @ @ Trans Detail Level
transaction you Chedk All Shown | Uncheds All Shown
are reconciling |[EEEEEEEE

Reallocate Mas= Reallocate Change Review Status




Once a transaction has been selected, there are normally 4 tabs.

|®bank Transaction Management

Transaction Detail

Product: Furchasing Card
Card Account Humber: ======"="""| _

Transaction Summary

Transaction Management
+ Managing Acct List
+ Card Account List

SRR 1L Status TransDate PostingDate Merchant City/State Amount Detall € PurchaselD @ Accounting Code
Account Information
. 0419 04/20 ARKREV DIV TAG RNWWEB  800-776-2980,4R 32775 (@ srivsonondtzzat |
Data Exchange _ __
My Perzonal Information @ Disputed @ @' Trans Detail Lavel (n* Rzallocatzd

c ] i
Home Summary ( Allecations ( Tax Data r Comments |

Contact Us

The Summary tak shows high-level transaction information.

To change the review status, click the "Mark as Reviewed” button.
To initiate a dispute, click the "Dispute” buttan.

Transaction Reference Information The summary tab has

Date: 04M18:2010 Billing Cycle: Open o o
Purchase ID: ARWS00004192561 Posting Date: 04/2012 general information. You
Total Amount; 2775 Reference Number; 24493 .
Memo Post: Yes Authorization Number; 057283 do not need to do a nythlng
Sales Tax: 0.00 Extract Date(s) here.
Freight: Most Recent Standard
Financial Extract:
Merchant General Ledger Extract:
Hame: ARK REV DIV TAG RMNW Payment Extract:
WEB
CityiState: B00-776-2980, AR currency
Transaction Type: SALES DRAFT Billing Currency: 113, Dollar
MCC Code: 4399 Source Currency: 1135, Dollar

MCC Description; GOVERMMENT SERVICES-OTHER  Source Currency Amt.  27.79




Allocations tab is where the General Ledger number must be changed from the
default to the Correct GL. This is a critical element this MUST be changed. Scroll all
the way to the right to see all of the fields.

U.S. Bank Access® Online State of Arkansas

COur Payment Products  Logout

(Ebank

Transaction Management
= [anaging Acct List
* Card Account List
* Transaction List
Account Information
Reporting
Data Exchange
My Personal Information

Home
Contact Us

Transaction Management
Transaction Detail

Product: Purchasing Card
Card Account Humber:

Transaction Summary

Status Trans Date Posting Date Merchant City/State Amount Detail E* Purchase ID ®  Accounting Code
04119 0420 ARK REV DIV TAG RNWWEB  800-776-2980, AR 527.75 an ARWS00004192661 0610383201 15020007000 (11|
'::EJ::' Disputed @ @ Trans Detail Level (v Resllocated

Summary | Allocations r'ax Data r Commentz GL number mUSt be

The Allocations tal provides the ahility to reallocate a transaction by changing the accounting information to Cha ngEd
allacate an amount to a different cost center. The reallocation can be to one or to multiple accounting codes.

You can allocate amounts by dollar amount or percentage. Total allocation amounts must equal 100% of the transactjh. To allocate to additional accounting codes, click the "Add” button.
After adding, modifying or deleting allocations, click the "Save Allocations™ buiton to save changes.

Allocation Source: Default Acct Code Last Changegiby: System

Remaove Percent Accounting Code - Segment Name (Length)

BUSINESS AREA (4) COST CENTER {10)

GENER .. LEDGER (17) INTERNAL ORDER {12) WBS (24)

5 775 op 100.00 0 |5E!2E!DD?DGD
Total Allocated: 3| 2775 | 100.00 o Apply Accounting Code: | ﬂ

Amount Remaining: sl 0.00 | 0.00 2 Additicnal .i.II-:ncati-jn[sj::I iR Add

Note: Rows marked for deletion are subtrag

Save Allocations When you have change the GL and internal order

if needed remember to SAVE allocations

== Back to Transaction List




Save Allocations

U.S. Bank Accesse Online

[Transaction Management
* Managing Acct List

+ Card Account List

+ Tranzaction List
iAccount Information
Reporting

ata Exchange

My Personal Information

Home
Contact Us

State of Arkansas
Our Payment Products  Logout

Transaction Management
Transaction Detail

Product: Purchasing Card
Card Account Number:

If changes are not
saved this pop up will
appear on your screen.

Windows Internet Explor

)
\_‘(/ Access Onling

Transaction Summary

The allocations have been modified, Leaving this tab will discard the changes,

Status TransDate Posting

Do wou want ko proceed without saving?

04119 04/20

00004192661 0510]383201 |3020007000 | ]

® Disputed @ (@ Trans Datail oK Cancel

Summary | Allocations r'ax Data r Comments

The Allocations tab provides the ability to reallocate a transaction by changing the accounting information to
allocate an amount to a different cost center. The reallocation can be to one orto multiple accounting codes.

You can allocate amounts by dollar amount or percentage. Total allocation amounts must equal 100% of the fransaction. To allocate to additional accounting codes, click the “Add” button.
After adding, modifying or deleting allocations, click the "Save Allocations™ button to save changes.
Allocation Source: Default Acct Code Last Changed by: System

Remaove Amount Percent Accounting Code - Segment Name (Length)

BUSINESS AREA (4) COST CENTER (10) GENERAL LEDGER (17) INTERNAL ORDER (12)

WBS (24)

- 2775 oRr

o

100.00 95 0610 333202 5020007000 |

Remove

RaR Acpy

Apply Accounting Code: |

.#.dditi-JnaI.ﬂ.llu:ucati-:un[sj::l 1 m
Note: Rows marked for deletion are subtracted from Total Allocated and Amount Remaining values.

Save Allocations

Total Allocated: 5 2175 | 100.000

Amaount Remaining: 0.00 | 0.00 g

£

== Backto Transaction List




The tax tab is not generally used. It will tell a reviewer whether tax was

reported

Transaction Management
* Managing Acct List

+ Card Account List

Account Information
Reporting

Data Exchange

My Personal Information

Home
Contact Us

Transaction Detail

Mggduct: Purchasing Card

Status Trans L e PostingDate Merchant
ARKREV DIV TAG RN

04/20

City/State
/EB 800-776-2980 AR $27.75 (D]

Es

Purchase ID @ Accounting Code

Amount Detail

ARVWS00004192881

'::E"'::' Disputed ':E:' @ T

il Leval (&% Realigoated

Ship from State;

Ship from Source:

Ship to State:

Freight
Freight Implied: r

Source:
Destination

Source:

Save Tax Data

Summary r Allocations r Tax Data r Commentz

Shipping from Information
I.':-.R vl

Ship from Postal Code: I;-'QQQQ

Yisa

Shlpplng to Information
LR vl

Shipto Postal Code:  [790032485
Shipto Source: Yisa

Amount Reported: I

Destination Code: I

The Tax Data tab provides the ability to view, add, or edit the tax data on a transaction. This tab can be used as
aworksheet and a source of data for your tax application.

Merchant
Merchant Legal
Marme:

State:

Postal Code:
WMerchant Tax IC:

Taxability
Taxahbility:

Source:

Tax
TaxImplied:

Amount Repored: I

Visa

Source:

Usage

Usage Code: I

Source:

INTERMATIONAL
BUSINESS

AR

722020000
130871935

¥

== Backto Transaction List




In the comments tab the cardholder or reviewer should enter a description of
the items purchased. This is the only method to tell what was purchased

U.S. Bank Access® Online

State of Arkansas

[Ebank

Transaction Management
* Managing Acct List
+ Card Account List
+ Tranzaction List
Account Information
Reporting
Data Exchange
My Personal Information

Home
Contact Us

Cwur Payment Products  Logout

Transaction Management
Transaction Detail

Product: Purchasing Card Switch Products
Card Account Number: = == ] Switch Al ]
i ist | Card Acct List | Trans List

Transaction Summary

Detail

E»  Purchase ID

Amount

Merchant

Status Trans Date Posting Date City/State

0419 04120 ARK REY DIV TAG RNW WEB  800-776-2980, AR §27.75 (D] ARWS000041926881

A  Accounting Code

'::9::' Disputed @Q!!) Trans Detsil Level (a¥ Resllocsted

Summary r Allpcationz r Tax Data r Comments

Enter brief
information about

The Comments tab provides the ahility to enter comments specific to vour organization that enahle the
gathering of additional information about a transaction.

Comments

=

Additional Comments

I

Internal Auit

ol

Kl

the purchase in
the “Comments”
field.

== Backto Transaction List




Card Account Statements

U.S. Bank Access? Online State of Arkansas

@bank Account Information

Cardholder Account Statement

Card Account Number; === — Switch Acoounts

Account Administration Toview a statement, selecta cycle and click the View Statement button. Please note; The statement cannot

Transaction Management he used for remittance of payment it is for display purposes only.

fesoantinormater Select Billing Cycle To print statements click on account
+ Statement SeleClolling LyCle: . -
 Account Profile ||J4..'15..'1n v| information

Reporting

Data Exchange View Statement

My Personal Information

Home
Contact Us




Cardholder Account Statements

U.S. Bank Access® Online State of Arkansas

@bank Account Information

I Card Account Number; ===

Switch Accounts

Click on Cardholder Account
Statement Statement

Account Administration View account statement(s).

Transaction Management ) K
Account Information ® Cardholder Accof Statement
+ Statement ® [lanaging Account Staternent

m [iversion Account Statement

* Account Profile

e Account Profile
Data Exchange
My Personal Information View account dermagraphics, limits, accounting code, and other related information.

m Cardholder Account Profile
® [lanaging Account Profile
m Diversion Account Profile

Home
Contact Us

All of T3 serving you™




Checking cardholder credit limits. Click on agcount
profile.

U.S. Bank Access? Online State of Arkansas

Our Payment Products  Logout

@bank. Cardholder Account Pro

Account Summary

I Card Account Humber. g

Switch Accounts

elow to view its contents. You can alsc View a Managing Account

Account Administration
Transaction Management

Account Information Uemagraphic Information Authorization Limits

+ Statement View account name, address, and contact View authorization limit information such as Credit
s A it Drofia information., Limit, Single Purchase Limit, and Available Cradit
Reporting Aceount Infarmation Aecount Authorizations
Data Exchange View other account information such as Account View Account Authorization information such as

My Personal Information Status, Hierarchy Position, Cycle Day, and Open Date.  Request Type, Request Source, MCC, and

Transaction Amaount.

Home

Default Accounting Code Financial History

View the default accounting code assignedto the View the account 12-month history, 7-vear history
account. analysis, and 7-year history.

Contact Us




Click on Authorization Limits

U.S. Bank Access?® Online

@ballk Cardholder Account !

Account Summary

ofile

State of Arkansas

Qur Payment Products  Logout

I Card Account Humber; =eeeee=e===" 3

. . 2 i o o viEw | | i
Account Administration Select an item below to view its contents. You can al

Transaction Management . .
Account Information Demagraphic Infarmation

' Statement View account name, address, and contact
S information.

t Areennnt Br
UL LU (r

Reporting
Data Exchange
My Personal Information

Account Information
View other account information such as Account
Status, Hierarchy Position, Cycle Day, and Open Date.

Home , ,
Default Accounting Code

View the default accounting code assigned to the
account

Contact Us

Switch Acoounts

ew A hlanaging Account

Autharization Limits
View authorization limit information such as Credit
Limit, 5ingle Purchase Limit and Available Credit

Account Autharizations

View Account Authorization information such as
Request Type, Request Source, WCC, and
Transaction Amaount.

Financial History
Vigw the account 12-month history, 7-year history
analysis, and 7-year history.




Viewing Credit Limits

U.S. Bank Access® Online State of Arkansas

@bank Cardholder Account Profile

Authorization Limits

[ Card Account Number: == [ At any time monthly
P - Authorization Limits o o .
Account Administration
Transaction Hamagement  craqt i — limits need to be raised
Account Information ) . T
Single Purchase Limit; 0.00
* Stat t
._._S;T:tnpmf": Available Credit; 182826 Or Ioweredl the agency
T : Fiscal First Month: 1 . e .
Reporting liaison(s) will need to
Data Exchange
My Personal Information Standard Velocity Limits o o
SN contact via email both
Home Daily Dollar: 0.00 0.00 H
e Dot o : 3 Norma Little and Jeff Spears.
Cycle Dollar: 0.00 2778
Cycle Transaction: 0 1
Monthly Dollar: 0.00 1,038.24
Monthly Transaction: 0 3
Quarterly Dollar: 0.00 1,0358.24
Quarterly Transaction; 0 3
Yearly Dollar: 0.00 2286149

Yearly Transaction; 0 20




Running a monthly report - Go to Reporting/Financial
Management/Transaction Detail

U.S. Bank Access® Online State of Arkansas
Our Payment Products  Logout
@bank Financial Management
Order Management Transaction Management
Full Transaction and Order Detail Account Allocation
Full expenditure detail, including transaction, line item, order,  Account allocation and reallocation detail by accounting code.
Account Administration account allocation, and tax estimation information.
Transaction Management Extract Reconciliation
sl Order Detail Summary of transactions by account that have been extracted
Reporteg Order detail information. versus statemented.
* Program Manageme Cl k R :
* Financial Mansg@gent ICK ON Eportmg next Ilanaging Account Approval Status
* Supplier Management click on History of Managing Account and Cardhalder Account
» Tax and Comgliance q q statement approvals.
anagement Financial Management ‘& o
+ Administration then click on Transaction TransacfonDetall |
+ Renort Scheduler . Detailed transaction data including merchant detail,
Eport SEnecuie Detall allocation (accounting code) information, and transaction lag
* Flex Diata Reporting data.

Data Exchange
My Personal Information

Home
Contact Us




Select Posting Date Range and set Start and End
Date range....

U.S. Bank Access® Online State of Arkansas

Our Payment Products  Logout

[Ebank

Account Administration
Transaction Management
Account Information
Reporting

* Program Management

¢ Finanr~is amamarmant
dilild alld iz

v Supplier Management

* Tax and Compliance
Management

v Adminigtration
* Report Scheduler
+ Flex Data Reporting
Data Exchange
My Personal Information

Home
Contact Us

Financial Management
Transaction Detail

By default this repart will return all results associated with blank fields, unless otherwise noted. To limit
results, enter specific criteria in blank fields.

* = required

Date

{ Cycle Close Date Hange: " Calendar Month Range: {* Fosting Date Range: " Transaction Date Range:

&

End Date:
||34,.-'15.=2n1n

I Enable Cycle Day

Start Date: &=
[o3/16/2010 to

)\

Transactions Included
Transaction Status:
v Reviewed Status;

i :

{  Approval Status:
Hold down the Cirl key to make multiple selections.




Scroll down and select Display Transaction
Comments and Display Allocation Detail

Additional Detail

v Display Transaction Comments ¥ Display Allocation Detail

Merchants

= Merchant Category Code Group:
Hold daown the Ctrl key to make multiple selections.

#1099 MCC

*Bus Lines
*DHS - JWigrad =]

¢~ Merchant Category Codes:
To limit the results from the default of "all,” enter a MCC ar search. Separate multiple MCCs by a comma and no spaces.

I Search for Codes

i~ Merchant Mames:
To limit the results from the default of "all,” enter a full or partial "kegins with™ merchant name and add it to the list.

I Add ==

<< Remove

Select By

To limit the results from the default of "all,” select one of the following and enter a full or parial "begins with™ accounting code or alternate
accounting code name (at least 2 characters).

= aAccounting Code

7 Alternate Accaunting Code Mame ™




Select Output and Run Report

Select the output of your report.

Report Output

[Ece ] We recommend PDF to attach the
Cutput Parameter Page Flacement:

Selection defines the lacation of the Parameter Page details detall recelpts'
|En|:| =]

Group Report By

o Processing Hierarchy Paosition: *
If selected, a processing hierarchy position is required.
Banlk: Agent: Company: Division: Department:

|1425 |

Search for Position or Add Multiple

- Account Mumber(s)®
If selected, at least one accountis required. Separate multiple accounts by a comma and no spaces.

I Search for Accounts

Break/subtotal Level Io k
- No BreakiSubtotal - x| C [o RU n
Fage Break:

© Yes @& No Report

Mote: Page Break is applicable only if a Breglasee®rial Level is chosen.

Run Report Create Scheduled Report

== Back to Financial Management




Tips

* Always email both jeff.spears@dfa.arkansas.gov
and norma.little@dfa.arkansas.gov to ensure
your request is answered.

e Let us know as soon as possible of any employee
turnover, extended leave time, or any
circumstance which may put a travel card at risk
for compromise.

* Please let us know of any comments or
suggestions you may have.


mailto:jeff.spears@dfa.arkansas.gov
mailto:norma.little@dfa.arkansas.gov

